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BACKGROUND

Grants recei vabl es occur when overpaynents or prepaynents have been made to a
vendor and reported expenses, if any, are not sufficient to earn al
di sbhursenents nade under the grant.

Identification and collection of grants receivables are joint responsibilities
of the programdivision and the Bureau of Fiscal Services--Processing Section

PCLI CY

Departnmental policy is to identify and collect grants receivables in an
efficient, pronpt manner and to naxim ze coll ections. Werever possible,

recei vabl es should be identified and collected within ninety (90) days of
contract cancellation or ninety (90) days after contract close-out if there is
no continui ng contract.

If further efforts are needed, referral by the programdivision to a
col l ecti on agency and/or Wsconsin Departnent of Justice may be required.

BFS CARS Unit responsibilities include pronpt identification of overpaynents
and unear ned prepaynments, notifying vendors of any receivabl es due, and
sending collection letters for a ninety (90) day period after the receivable
isidentified. 1In addition, the BFS CARS Unit shall record receivables on
FMS, prepare a quarterly aging schedul e of CARS receivables, transfer any
recei vables to the programdivision if collection efforts are unsuccessf ul
after ninety (90) days, and wite-off any uncollectible amunts of $50.00 or
| ess.

Program di vi sion responsibilities include notifying the BFS CARS Unit whenever
there are indications that vendor services are not being performed, providing
pronmpt information concerning vendor's nailing addresses, tel ephone nunbers,
etc., and follow ng up on any additional collection efforts required after the
grants receivable is transferred to the programdivision. Programdivisions
shal | prepare required agi ng schedul es, refer delinquent receivables to

col l ection agencies or the Department of Justice, and prepare any wite-off
requests in accordance with departmental policies.
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PROCEDURES

BFS CARS Unit Responsibilities.

1

Determi nation of Liability. The BFS CARS Unit shall determne if
over paynments or unearned prepaynents have been nmade and shall pronptly
initiate collection efforts based upon avail abl e i nfornmation

Continuing Contracts. During the contract year, receivables shall be
of fset agai nst any current contracts. For vendors w th continuing
contracts, any amount due will be recouped agai nst continuing contracts.

Cancel l ed Contracts. Program Divisions shall notify the BFS CARS Unit

i medi ately when contracts are cancelled. Wen a contract is reduced to
zero (cancelled conpletely) or termnated prior to the original end
date, the BFS CARS Unit will send, within 30 days, an invoice to the
vendor requesting any repaynent. The collection letter shall specify
that the vendor nmay nmeet their obligation to repay unearned grant funds
by sending a valid expense report or a check to DHSS. The allowability
of a final expense report for a termnated contract will be determ ned
on a case-by-case basis, after consultation with the grant

admi ni strator.

Vendors whose contract has been term nated and a final expense report

al | owed shall have up to ninety days to file a final report; however,
collection letters will be sent after 30 and 60 days. The final demand
letter will specify that the receivable shall be sent to a collection
agency if payment is not received by the specified date.

After 90 days, if the overpaynment has not been recovered or an expense
report filed, the receivable shall be transferred to the program
division. The BFS CARS Unit will prepare the necessary journal voucher
usi ng account information provided by the programdivision

Addr ess Unknown. When correspondence is returned "address unknown," the
BFS CARS unit shall forward the agency nanme, agency nunber and | ast
known address to the programdivision and request that a current address
be obtained and forwarded to the BFS CARS Unit. |If a current address is
not returned to the BFS CARS Unit within thirty-five (35) days, the
recei vabl e shall be transferred to the programdivision for further
action.

Cl osed Contracts and/or Late Reports. After the grant close-out is
conpl eted, receivables shall be carried by the BFS CARS Unit for ninety
(90) days, and collection letters sent to vendors with receivables after
thirty (30) and sixty (60) days. After ninety (90) days past the grant
cl ose-out date, any receivable shall be transferred to the program
division for referral to a collection agency.

Wite-off Requirenments. The BFS CARS Unit has the authority to
wite-off amounts up to $5.00 without collection efforts. 1In addition
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if collection efforts required by Receivables 2.0 have been net, amounts
up to $50.00 may be witten off by the BFS CARS Unit.

Quarterly Receivable Reports. The BFS CARS Unit shall prepare a
quarterly receivables report in accordance with Receivables 5.0. For
i nternal nonitoring purposes, all receivables greater than ninety (90)
days shall be detailed by provider, anount and status.

Program Di vi si on Responsibilities.

1

Vendor Information. The programdivision shall pronptly provide
up-to-date information to the BFS CARS Unit regarding any circunstance
that may result in an overpaynent or unearned prepaynent. This

i nformation includes, but is not limted to, tel ephone nunbers, address
changes, non-performance of grant conditions, names and addresses of
agency officers where known. |If information is not nade avail abl e
within thirty (30) days, the BFS CARS Unit shall transfer the receivable
to the programdivision for collection

Cancel l ation of Contracts. Programdivisions shall notify the BFS CARS
Unit inmmedi ately when contacts are term nated before the contract end
dat e.

Accounting Information. The programdivision shall pronptly provide
accounting string information for the transfer of receivables to the BFS
CARS Unit. The BFS CARS unit shall prepare the journal voucher and

obt ai n approval of the journal voucher fromthe program division

Addr ess Unknown. After correspondence returned "address unknown" has
been forwarded to the programdivision by the BFS CARS Unit, the program
di vision shall undertake imedi ate efforts to determ ne the correct
address including use of directory assistance, Departnent of
Transportation--Division of Mdtor Vehicles, and information obtained by
the programdivision's contract admi nistrator. If a current address is

| ocated, the programdivision will forward it to the BFS CARS Unit. |If
a current address has not been located within thirty (30) days, the
programdivision will notify the BFS CARS Unit to transfer the
receivable to the programdivision for referral to a collection agency.

Further Collection Efforts. Upon transfer of the receivable to the
program di vi si on, the program division shall perform additiona
collection efforts required by Receivables 2.0 including referral to a
col l ection agency and/or referral to the Wsconsin Department of Justice
via the Ofice of Legal Counsel.

Wite-off Requests. Wite-off requests shall be in accordance with the
Recei vabl es 6. 0.

Quarterly Aging Schedules. For all transferred grants receivables, the
program di vi sion shall prepare the quarterly aging schedules required in
Recei vabl es 5. 0.
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REFERENCES

RECEI VABLES 2.0 (Debt Collection Policies)

RECEI VABLES 5.0 (Accounts Receivabl e Agi ng Reports)
RECEI VABLES 6.0 (Wite-off of Accounts Receivable)

CONTACT PERSON

Sharon Hau, Assistant Section Chief
BFS CARS Uni t
(608) 266-5396



